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Replies  to  our  survey  of  Readers  Panel  members  on  expense  control 
showed  that  companies  use  many  devices  to  cut  costs  and  save 
time,  such  as: 

.  .  .  drives  for  better  housekeeping  and  reducing  waste 

...  no  replacement  of  personnel  as  people  leave;  work  is  absorbed 
by  others 

.  .  .  keeping  only  a  month's  supply  of  raw  materials  in  inventory 

...  a  Silver  Dollar  suggestion  program,  awarding  a  silver  dollar  for 
each  idea  submitted,  with  larger  cash  prizes  for  those  adopted 

.  .  .  work  simplification  in  all  areas:  combine,  eliminate,  simplify 
.  .  .  mechanization  of  routine  work. 

All  of  these  methods  are  effective,  but  as  a  reader  pointed  out, 
"Special  forms,  expensive  supplies  and  eguipment,  etc.,  to  save 
time,  are  wasted  if  you  do  not  use  the  time  you  save  to  good 
advantage.  Use  the  time  you  save  wisely." 

Most  of  us  could  accomplish  a  great  deal  more  "if  we  only  had 
time."  In  some  cases,  we  can  make  the  time  we  need.  For  example, 
19  of  the  women  answering  our  survey  mentioned  the  importance 
of  remembering  that  your  employer  pays  your  salary  in  exchange 
for  your  time  and  effort.  In  keeping  our  part  of  the  contract,  the 
things  to  watch  are  obvious,  but  they  bear  repeating:  "Be  at  your 
desk  ready  for  work  at  the  specified  time.  Late  arrival  and  early 
leave-taking  are  costly  in  the  number  of  work  hours  lost.  This  is 
one  of  the  biggest  wastes." 

Another  thief  of  time  is  the  over-long  or  extra  coffee  break.  An 
extended  lunch  period  also  consumes  time  and  makes  it  harder 
to  settle  down  to  business  again. 

One  simple  way  to  stretch  time,  on  the  other  hand,  is  to  "stay  at 
your  desk."  The  little  girl  who  isn't  there  can't  do  the  work  that  is. 
As  one  woman  said,  "Give  a  fair  day's  work  while  in  the  office.  This 
keeps  business  rolling  at  a  normal  rate,  thus  eliminating  work  pile- 
up,  backlogs,  and  bottlenecks — which  often  reguire  hiring  part-time 
or  temporary  help.  Temporary  workers  can  be  a  great  aid,  but  might 
not  be  necessary  if  each  person  carries  her  share  of  responsibility." 

Killing  time  at  work  is  not  murder — it's  suicide. 

*(or  thereabouts!) 
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What  you  are  speaks  so  loud  that  I  cannot 


How’s  Your  Hex  Appeal? 


Almost  everyone  has  at  least  one  friend  who  would 
be  further  along  than  he  or  she  is  now — happier, 
perhaps  wealthier,  almost  certainly  more  agreeable — 
if  he  had  only  learned  to  correct  some  minor  flaws  in 
his  personality,  appearance,  or  treatment  of  people. 


Such  self-improvement  is  easier  than  it  ever  has 
been  before.  Psychologists  are  learning  more  every 
day  about  what  makes  people  tick,  and  are  sharing 
their  knowledge  with  us  in  articles  and  talks.  Then 
why  aren't  we  all  howling  successes?  Often,  we  fail 
to  correct  our  drawbacks  because  we  don't  know 
what  they  are.  Here  is  a  20-guestion  quiz  from  Hilh^ 
and  Knowlton,  Inc.,  that  may  help  you  pinpoint  some 
minor  flaws; 


1.  Do  you  sometimes  forget  to  say  thank  you  or  to 
repay  a  favor? 


2.  Ever  catch  yourself  taking  out  your  temper  on 
your  family  or  on  people  at  the  office  who  can't 
fire  you? 

3.  Do  you  ever  "good  naturedly"  tease  someone 
about  his  appearance  or  about  some  "funny"  mis¬ 
take  he  made? 


4.  Do  you  ever  let  preoccupation  keep  you  from 
really  listening  to  what  others  say  to  you? 


5.  Do  you  generally  fail  to  take  care  of  headaches, 
stomach  upsets,  or  colds? 


FROM  NINE  TO  FIVE 


By  Jo  Fischer 


‘CTV 


"That  8:45  bus  driver  makes  me  so  modi  He's  sup¬ 
posed  to  leave  at  8:45  .  .  .  and  he  always  does!'* 


6.  Are  you  habitually  a  few  minutes  late  to  work 
and  for  appointments? 

7.  Do  people  frequently  have  to  ask  you  to  repeat 
what  you  said? 

8.  Do  you  cling  to  old  ways  of  doing  things,  letting 
comfortable  habit  substitute  for  creative  thought? 

9.  Do  you  have  a  poor  memory  for  names  and 
faces? 

10.  Do  you  tend  to  bristle  when  criticized? 


11.  Have  you  any  mannerisms  that  might  annoy 
others? 


12.  Do  you  sometimes  "knock''  your  company  to 
friends? 


13.  Do  you  wait  for  others  to  take  the  initiative  in 
being  friendly? 

14.  Do  you  sometimes  fail  to  make  good  on  promises? 


15.  Do  you  believe  in  getting  your  rights  at  any 
cost — even  if  this  involves  you  in  frequent  arguments? 


16.  Do  you  pride  yourself  on  being  frank,  telling 
people  exactly  what  you  think  is  wrong  with  them? 


17.  Do  you  ever  try  to  get  by  with  clothing  that 
should  have  been  sent  to  the  laundry  or  cleaner,  cr 
don  shoes  that  need  polishing? 

18.  Do  you  enjoy  a  gossip  session  now  and  then? 

19.  Are  you  unenthusiastic  about  your  work? 

20.  Do  you  like  to  indulge  in  griping? 


Answers 


1.  If  you  think  nobody  notices  when  you're  too  busy 
to  think  of  saying  thank  you  or  to  return  a  favor,  recall 
how  you  felt  the  last  time  someone  failed  to  appreciate 
a  kindness  you'd  shown  him.  Examine  your  feelings 
when  someone  sincerely  expresses  his  appreciation, 
and  you'll  have  some  idea  of  what  one  little  "thank 
you"  can  do. 


2.  Never  mind  what  you  thought  you  heard  psy¬ 
chologists  say  about  how  bottling  up  your  aggressions 
is  bad.  Giving  vent  to  anger  is  equally  bad;  it  makes 
people  feel  aggressive  toward  you.  What  the  psy¬ 
chologists  mean  is  that  you  should  find  some  harmless 
outlet  for  tensions,  such  as  whacking  a  tennis  ball. 


3.  Building  your  ego  at  the  expense  of  others  is 
all  too  tempting,  but  it  sends  your  hex-appeal  score 
soaring.  Instead,  try  complimenting  the  other  per¬ 
son's  good  points,  and  let  the  answering  response 
boost  your  ego. 


4.  There's  no  higher  compliment  you  can  pay  a 
person  than  really  listening  to  what  he  says,  and  no 
greater  insult  than  failing  to  listen.  If  your  glazed 
eyes  don't  give  you  away,  your  "left  field"  replies 
or  comments  will. 


ear  what  you  TifeUcta 


5.  Refusing  to  give  in  to  minor  ailments  may  seem 
stoic  to  you,  but  actually  these  are  temper-spoilers. 
(And  you  know  the  kind  of  appeal  you'll  have  for 
the  person  who  catches  your  cold!) 

6.  Punctuality  prompts  people  to  think  of  you  as 
considerate,  reliable,  and  well  organized.  Lateness 
makes  them  think  just  the  opposite. 

7.  This  time-consumer  is  a  real  annoyance  to  others. 
Sloppy  enunciation,  together  with  massacre  of  the 
Queen's  English,  has  halted  many  an  able  person's 
advancement. 

8.  There's  usually  a  better  and  guicker  way  of 
doing  things,  and  you  can  miss  out  on  much  fun  and 
success  if  you  don't  seek  it  out.  On  the  job,  conduct 
your  own  "time-motion  studies''  to  eliminate  unneces¬ 
sary  work.  Get  into  the  habit  of  jotting  down  brain¬ 
storms  that  may  pay  off  for  your  company.  Off  the 
job,  experiment  with  new  interests,  hobbies,  vacation 
spots. 

9.  The  person  who  gets  ahead  is  usually  the  one 
who  can  pay  people  the  elementary  compliment  of 
remembering  who  they  are.  The  worst  memory  can 
be  substantially  improved  with  hard  work.  A  good 
way  to  remember  a  name  or  face  is  simply  to  tell 
yourself  firmly  that  you  must.  It  helps  to  repeat  the 
name  aloud  upon  being  introduced. 

10.  It's  hard  to  work  effectively  with  people  unless 
you  can  take  criticism  with  a  smile  and,  more  impor¬ 
tant,  use  it  if  it's  valid.  If  you  react  to  criticism  as  a 
personal  insult,  people  will  soon  dismiss  you  as 
'  'temperamental . ' ' 

11.  Nail  biting,  drumming  on  the  desk  with  a  pencil, 
freguent  repetition  of  a  phrase  like  "I  said''  or  "I 
mean''  may  seem  minor,  but  such  mannerisms  can 
build  up  irritation  in  others. 

12.  People  may  laugh,  but  since  a  person's  liveli¬ 
hood  is  so  important  a  part  of  his  life,  a  man  who 
disparages  it  is  as  hard  to  respect  as  one  who's 
always  belittling  himself, 

13.  Like  you,  they  may  be  "shy" — and  getting  a 
reputation  for  snootiness. 

14.  Few  gualities  are  more  prized  than  reliability. 
Whether  it's  a  trip  to  the  zoo  or  an  extra  bit  of 
research  you  promised  the  boss,  deliver — and  watch 
your  stock  soar. 

15.  You  may  win  a  battle,  but  lose  a  war.  Giving 
in  even  when  you  know  you're  right  often  gives  you 
a  psychological  advantage:  The  other  person  feels 
obligated  and  uneasy.  In  that  frame  of  mind,  he's 
more  likely  to  make  other  concessions. 

16.  Don't  be  surprised  to  find  your  circle  of  friends 
narrowing.  Giving  criticism  is  often  necessary,  but  it 
should  be  constructive,  gently  phrased,  and  never 
personal. 


17.  Sure,  you're  a  great  gal,  but  chances  are  few 
people  will  take  the  trouble  to  discover  it  if  you 
alienate  them  with  careless  grooming. 

18.  On  or  off  the  job,  this  can  hurt  you.  Even  if 
your  remarks  don't  get  back  to  the  person  who  was 
the  subject  of  your  gossip,  you're  bound  to  lose 
respect,  get  tagged  as  small-minded. 

19.  This  attitude  will  make  you  unpopular  not  only 
with  your  supervisors,  but  also  with  co-workers  who 
must  work  extra  hard  to  fight  your  drag  on  their 
morale  and,  if  you  couple  unenthusiastic  attitude 
with  lackadaisical  performance,  to  make  up  for  your 
dragging  feet. 

20.  At  work  or  elsewhere,  griping  generally  is  un¬ 
endearing  to  others.  You'll  be  thought  of  as  a  nega¬ 
tive  person. 

Score 

Count  one  point  for  each  guestion  answered  "yes." 

15-20  Your  hex  appeal  is  a  fog  that's  dampening 
your  chances  of  success.  Dispel  it  right 
away. 

9-14  You're  a  person  of  average  hex  appeal,  but 
you'll  be  infinitely  more  attractive  to  others 
(no  matter  what  their  hex),  if  you  lower 
your  score. 

Below  9  Here's  one  case  where  being  low  man  on 
the  totem  pole  really  pays  off.  And  if  you're 
smart,  you'll  lower  yourself  still  further. 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


"I  went  back  to  my  desk  for  a  second  and  do  you 
know  what  happened?  They  gave  me  some  typing 
to  do!" 


Office  Woman  of  the  Month — 

“Covers  the  Whole  Works” 

Miss  Lois  A.  White*^  vice 
president  of  The  National 
Bank  of  Washington  in  Wash¬ 
ington,  D.  C.  From  her  van¬ 
tage  point,  she  feels  that 
banking  is  a  real  field  of 
opportunity  for  women  now. 
In  1940,  there  were  about 
180,000  men  employed  by 
banks  throughout  the  country 
— and  60,000  women.  Now, 
there  are  about  175,000  men 
and  350,000  women.  In  1940, 
there  were  less  than  1,000  women  officers  in  United 
States  banks.  Now,  there  are  more  than  10,000  women 
holding  executive  positions  in  banks. 

"Banking  institutions  are  rapidly  moving  into  auto¬ 
mation.  Rather  than  limiting  positions,  this  trend  offers 
to  young  people — both  men  and  women — of  special 
aptitudes,  interesting  and  challenging  opportunities." 

Miss  White  fell  in  love  with  banking  when  she  was 
17.  She  had  wanted  to  be  a  schoolteacher,  but  after 
working  in  a  bank  on  a  summer  assignment,  she  de¬ 
cided  that  she  had  found  her  life  work.  She  has 
remained  in  the  banking  business  ever  since,  which 
adds  up  to  41  years. 

When  she  entered  the  Federal  National  Bank  in 
1920  as  file  clerk  and  switchboard  operator,  she  had 
only  an  academic  high-school  education.  She  ^ 
tended  The  Washington  School  for  Secretaries*^! 
night,  where  she  obtained  "a  rather  thorough  busi¬ 
ness  education  in  record  tim.e"  to  gualify  for  a  secre¬ 
tarial  position  in  her  bank.  Afterwards,  she  took 
courses  in  the  American  Institute  of  Banking  and 
special  correspondence  courses  in  Personnel  Ad¬ 
ministration  at  Columbia  University. 

In  1923,  she  became  secretary  to  the  president  of 
the  bank.  After  many  years  of  hard  work,  long  hours, 
and  the  difficulties  which  accompanied  consolida¬ 
tions,  the  "Banking  Holiday"  in  1933,  reorganiza¬ 
tions,  etc.,  she  was  made  an  officer  of  her  bank  in 
1945  and  given  the  title  of  assistant  cashier.  In  1955, 
she  was  elected  assistant  vice  president  and  in  1957, 
a  vice  president.  She  also  has  held  the  title  and  per¬ 
formed  the  duties  of  secretary  of  the  board  of  di¬ 
rectors  since  1945.' 


Miss  White  is  the  only  woman  vice  president  of  a 
bank  in  the  District  of  Columbia,  and  is  one  of  the 
few  women  in  the  country  to  serve  as  secretary  of 
the  board  of  directors.  Her  position  covers  a  broad 
field.  In  addition  to  her  function  as  secretary  of  the 
board,  she  serves  the  public  in  a  general  capacity, 
making  loans,  giving  advice,  and  attending  to  their 
banking  and  financial  matters. 

Miss  White  is  a  member  of  the  Bank  Women's  Club 
of  Washington,  and  was  its  first  president  when  the 
club  was  organized  in  1927.  She  belongs  to  the 
National  Association  of  Bank  Women  and  to  the  Pilot 
Club,  an  international  service  organization. 

Several  years  ago,  a  church  group  to  which  she 
belongs  honored  Lois  White  on  its  "Orchids  to  You" 
program.  In  that  connection,  the  executive  vice  presi¬ 
dent  of  her  bank  was  asked,  "Just  what  does  she  do?" 
He  replied,  "What  does  she  do?  My  goodness,  it 
would  take  a  week  to  tell  you.  I've  never  seen  any¬ 
thing  like  it.  She  covers  the  whole  works.  Big  and 
little  customers  go  to  her.  Why,  some  people  will  sit 
for  hours  just  waiting  to  see  her.  I've  never  seen  an 
indispensable  man,  but  honestly,  she  is  one  indis¬ 
pensable  woman." 

Her  outstanding  guality  was  described  as  "her 
interest  in  people  and  her  love  of  humanity.  Thereby 
lies  her  success.  She  gives  so  completely  of  herself 
and  enters  so  wholeheartedly  into  anything  set  out 
for  her  to  do  that  her  enthusiasm,  her  warmth  of 
personality,  and  her  complete  selflessness  inspire  all 
with  whom  she  comes  in  contact." 

The  Mailbag 

Christmas  Gift  for  Office  Woman 

We'd  like  to  give  a  "From  Nine  to  Five"  pin  to  a 
co-worker  for  Christmas.  Please  send  information. 

— M.  O. 

Three  jewelry  items  are  available:  The  pin  is  ^ 
inch  long,  the  charm  is  1  inch  in  diameter,  and  the 
disc  is  114  inches  in  diameter.  Each  shows  the  "From 
Nine  to  Five"  emblem  in  black  enamel  on  your  choice 
of  metal — gold-plated,  sterling  silver,  gold-filled,  or 
14K  gold.  We're  sending  a  price  list  and  order  form. 
Please  allow  two  weeks  for  delivery. 

Sincerely, 

Marilyn  French,  Editor 
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